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Chapter 3 —
Rehire Enrollment
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Please Note: The Automatic Enrollment process does not affect Rehires.

Therefore, all Rehires must be manually entered into Benefit elections.
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Rehire Enrollment Task Flow

For Automatic Plans, N .
Employees complete Agency Benefits Specialist Agency Benefits Specialist
the membership data receives an SAP Inbox i ge enrolls the Rehire in the
forms provided by the indicating that an Employee Appropriate automatic plan(s)
vendors and return has been Rehired. (HRBENO0001). ]
forms to an Agency =7 =5
Representative. Bt
l Agency Benefits Specialist
] receives the Benefits Agency Benefits Specialist
S‘:g:igﬁitB:rr;?/figzs Application(s) from the Rehire, enrolls Rehire in
benefits information to reviews documents and — appropriate benefits
Rehire. AASIS Personnel file and adds (HRBEN0001).
Dependents and Primary Care . :§}
Physician if required (PA30) . T
Agency Beneflts Specialist Agency Benefits Specialist -
generates Benefits Elections sends Confirmation Letter to AASIS automatically
Confirmation Letter the Employee. The Employee [—> creates Beanlt Payroll
(HRBEN0015). m verifies the information Deductions.
,; and reports any discrepancies.(\% ;
l Agency Benefits Specialist
AASIS sends electronic ‘_' must sign the Employee’s
interface to vendor. Enrollment form, make a copy [—
for their records and send the

original to Imaging per EBD@

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0

Perform Rehire Enroliment

NOTE: For all employees terminated prior to June 10, 2001
and rehired after June 10, 2001: The employee must be rehired
as a ‘new hire’ in the system because their previous record will not
be in AASIS. Benefit participation must also be processed.

For rehires in AASIS: Dependents that were previously covered
on a Benefit Plan will appear in the employee’s Master Data.
Coverage should be selected in the Enroliment Process for
dependents that are still eligible. Dependents that were not
previously eligible may be added by following the BPP — Create
Dependent Record.

Some of the Plans for the Rehire may not have been terminated in
the AASIS system when their employment ended. Do not enroll in
existing plans without verifying Eligibility and Application rules.
Contact EBD for assistance.
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Exercise
Scenario #3

» A Rehire employee appeared on the kick-out report.
After research, the employee is eligible for the
APERS Contributory Plans. Manually enroll the
employee using the required 5% amount and all other

health and life benefit plan options the employee has
chosen.

Note: For all Contributory Plans, a required 5% must be placed
into the percentage field in order to properly enroll.

3-3
AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Demonstration

« Benefit Rehire Enroliment

Human Resources > Personnel Management >
Administration>HR Master Data>
Maintain(PA30)

-and-
Human Resources > Personnel Management >

Benefits >
Enroliment(HRBENO0O0O1)

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0

Note: PA30 (Maintain Master Data) is used to create Family
Member/Dependents and/or Benefits Medical Information
Primary Care Physician information. If this information is not
required or is not apart of the employee’s application, you may
go directly to HRBENO0OO1 to begin the enrollment process.

Verify that General Benefits Information and Adjustment Reason
Infotypes have been created before beginning the enroliment
process. Green checks to the right of these Infotypes will appear
on the Maintain Master Data screen on the Benefits tab in
transaction PA30 and PA20.
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Benefit Rehire Enrollment

Glroogy 300 C@Q CHE D000 HE @@

[ Accounting
=7 ‘4 Human Resources
72 PPMOT - Managers DeskNp
= {3 Personnel Management
=2 {3 Administration
= {3 HR Master Data
2 PA4D - Personnel Action®
PA30_ Maintain; <
£ PA20 - Display
£ PA10 - Personnel File
2 PATD - Fast Entry
2 PA42 - Fast entry: Actions
> Info System
3 Tools
[ [ Settings
b [ Recruitment
b [0 Personnel Development
b [0 Benefits
b Compensation Management

1. Follow the menu path and enter
PA30 in the command field and
press Enter.

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Benefit Rehire Enrollment

to  Extras  Ulilities

BaH @ Sl anoag  BEE @
Maintain HR Master Data
O & e @B & | 2

Personnel no. 2432 @

t

2. Enter the personnel

HR master data Edit Go

[[e]Dv]

number_ k Employment Issues k Career Manage.. I|| |I||z|

|_|infatype text [EJ|_| [Period .
|_actions ® Period 3. Use the left and right scroll
| |Personal Data Fr .
| |organizstional Assignment & buttons to select the Benefits tab.
|7|Addreases AT 1 Current maonth
|_|ElaBiCF'ElY (' From curr.date ) Lastweek
| |[Family Member/Dependents 7 To current date ' Last month
|_|Residence Status ) Curr.period ) Current Year
| |additional Personal Data = Choose
|_|Cammunicati0n [~]

Direct selection

Infotype STy |:

[«]
| iy
3-6

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0

Note: To search for an employee’s personnel number, use the
match code search functionality to search by name.

*You may search by an employee’s last name by entering in =n.
followed by the employee’s last name.

*You may search by an employee’s social security number by
entering =c.. followed by the employee’s nine-digit SSN#.
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Benefit Rehire Enrollment

ISHE ODOo8 BAE @0

Maintain HR Master Data

O e 0@ 3|2
T

2 =
5. Click Create (e whonpser =
EE group T Regular State .. Pers.area HLAT Miller County
EE subaroup UE Employee Cost Center 627017 OFM BAAD100
Benefits || Payroll | Taxes | Gamishments | Time | aog
|_Iinfotype text [E.J|_|| [ Peried
|_\General Benefits Information W @ Period
| _|Family Member/iDependents Fr. To
|_\Adju5tmentReasons o () Today () Curr.week
|_\Health Flans CIATT () Current month
|_\In5urance Flans () From curr.date () Last week
|7‘53“"”95 Plans () To current date () Last menth
|_|Fiesxible spending Accounts O Currperiod O Current Year
[=] Choose
] |cOBRA-Qualified Beneficiary [+
Direct selection
Infotype Dxﬁ STy |:
I (<]
4. Select the Benefits Medical Information tab QA
7
or enter 0376 in the Infotype field.

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Please note, if you need to create a dependent, you should
Perform that task first by selecting Family/ Related Person
or enter 0021 in the infotype field.
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Benefit Rehire Enroliment

9.Cl
PersonnelNo 2432
EEgowp 1

Physician name
Physician ID
Physician Mame
Physician ID
Physician Mame
Physician ID

_B'HBSHZBBS 12/31/9009

HRBEN - Benefits Administration

gl i o@e LHE anos BE QM

reate Benefits Medical Information
ick Enter 10. Click Save

22 6. Enter the employee’s hire date

7. Enter the Physician’s name as shown on
<+— the employee’s application.

\ 8. Enter the identifying number for the
Primary Care Physician selected by the
employee.

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Benefit Rehire Enroliment

Z|  alaHe@e DHE nnon DR QE

|| General Benefits Information @ Period
|| Family MemberiDependents Fr. To
| |Adjustment Reasons 4 O Today O curr.week
| _|Health Plans AT ) Current month
|_[Insurance Plans ) From curr.date (i Last week
I8z = ETE 1 To current date iLast month
[Pl G STETETE HERTm S O curr period C Current Year

| |coBrA-Qualified Beneficiary
Direct selection
Infotype Benefits Medical Information STy

E@ Record created

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Benefit Rehire Enroliment

® Period

Fr. To
O Today O curmweek
A1 ) Current month
) From curr date O Lastweek
(0 Ta current date (I Last month
() Currperiod () Current Year

"nfo(we MjuslmAem Reasons STy

1
12. Select the Adjustment
Reasons tab or enter 0378 in
the Infotype field.

3-10
AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Benefit Rehire Enroliment

& ‘1 HeS@@ o0 E a9 o FE@E
Create Adjustment Reasons N 16_ Select to Save

HIPAA

Mew Hire Enroliment
Ingligible Dependant
Transfer(Rir. Plans}
Transfer (All Plans)

Retur from L1v0F 15. Select the Rehire

Misc Benefit Changes

S eme— Adjustment Reason from
the drop down list

Transfer to FullTime

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Benefit Rehire Enroliment

gl = u]iBiee@ CHER DDoD DR @
Create Adjustment Reasons

17. Select ‘Yes’ to continue

3-12
AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Benefit Rehire Enroliment

gl slaHieee CHB 0000 DEIE

Create Adjustment Reasons

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0

18. Select ‘Yes’ to

HRBEN - Benefits Administration

continue to Enroliment

(HRBEN0001)
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Benefit Rehire Enrollment

Enrollment Edit Goto System Help

Bl a B SE | SRS DO EER @ o

Enroliment
Direct selection k Selection set Enrall
Name Michael Thompson on  [87/03/2005 (B
FPersonnel no
Offer selection
1D aumber ¥ Get offer ||Q Printform ”Q Error list
=3 Select | Possible offers En .
— - .19. Enter the Re_;hn:e date
& |2 |2 a|a|m| | Ajytime changes o1 if needed, by CIICkIng the
“ Pers.Mo.|Name 3 .
MllMichaelThomgson Aptomatic offer Change Date icon
[ offer
20. Double click on
‘Rehire’ to enroll
|0 I | —
[«1[]I E[«][r]
| 4.4
3-14
AASIS Support Center, DiAnnette Scott

June '06, Revised to V5.0

*The date entered is the date the employee signed and
dated the Enrollment Form.

* New hire employees must complete and sign the
Enrollment Form within 30 days of employment.

* Applications should be entered in AASIS within a timely
manner. Otherwise, the employee could have three or
more premiums deducted from one payroll period.
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Benefit Rehire Enrollment

e W

Enroliment

Direct selection

B R @ 0

Paossible offers
Rehire

5 Z et offer a Print form 2} Error list
Enroliment period
08/09/2005 - 09/08/2005

Anytime changes

01/01/1800 - 12/31/9999

Automatic offer

@ eEnron [ Costs | undaseiection | B4R Evorist
Status Activity

Validity period

21. Double sz

Health Advantage HMO
I' k QualChoice HMO

click on Nova Sys HIIO

Health Advantage POS

Employee’s QualChoice POS

NovaSys POS
H Blue Cross Blue Shield PPO
desired S T
- l.-ﬂgh Deductible PPO
Medical Plan

US Able (Basic EE Life ASE)
~ DependentLife

US Able (Basic DEF Life ASE)
= Opt Dep. Life

US Able (Opt DEP Life ASE}
= Optional Life

08/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999
08/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999
08/01/2005 - 12/31/9999

09/01/2005 - 12/31/9999

08/01/2005 - 12/31/9999

09/01/2005 - 12/31/9999

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Benefit Rehire Enrollment

Enrollment Edit Goto sterr
& A H I @@ I DHE Do EHEI@
Enrollment

Direct selection | Selection set | Enroll -~

Maintain Health Plan

ompson on 07103.'2005

Pers.No 2432 Michael Thompsan
Plan Health Advantage HMO
Start 09/01/2005 - 12/31/9909 B Print form & Error list
Enroliment period
Stop participation in period 07/03/2005 - 08/02/2005
01/01/1800 - 12/31/2999
Option |

Plan options
Health Plan Opt  Standard HWMO ASEY) @

Dependent Cover  Employee Only 1 @ ts [ Undoseletion [B|afEd Erors |
Status | Validity period Activity
Costs USD Monthiy o 09/01/2005 - 12/31/9999 E
Employee 84 .52 Deductions Pre- 09/01/2005 - 12/31/9999
Employer 0.00 K 09/01/2005 - 12/31/9899
0s 09/01/2005 - 12/31/9899
N\ 09/01/2005 - 12/31/9999

Note: The ‘Deductions Pre-tax’ is

D scsert| defaulted. If the employee waived pre-
S | tax deductions and chose post-tax
22. Click Accept deductions, uncheck the box.

[ B 0]

[ d £

3-16

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0

Note: For this example, the employee does not have any Dependents to
enroll in a Benefits Plan. If the employee had dependents, you would see a
Dependents tab next to the Option tab.

To view the employee’s dependents, you would need to click on the
Dependents tab.

To enroll the dependents in a benefit plan, you would need to click the box
to the left of the dependents name.

Then click on the Option tab and complete the steps above. Continue to
complete the remaining steps in the New Hire Benefit Enroliment
transaction.
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Benefit Rehire Enroliment

FE SDoa0 EHE | @o

Enrollment

Direct selection

Michael Thompson

on

87/03/2005 [ [ oveview |

Offer selection

[ Get offer =) Print form & Error list
Enroliment period
08/09/2005 - 09/08/2005,

Fossible offers
Rehire

Anytime changes

01/01/1800 - 12/31/9999

Automatic offer

Mew Hire Enrollment

@ Enoll [ Costs [ Undoselection || &|[E|&8  Erorlist
Status Activity

Validity period

7 Medical
Health Advantage HMO
QualChoice HMO
Mova Sys HMO
Health Advantage POS
QualChoice POS
MovaSys POS.
Blue Cross Blue Shield PPO
MovaSys PPO
High Deductible PPO
~ BasicLife

< DependentLife

US Able (Basic DEP Life ASE)
< Opt Dep. Life

US Able (Opt DEP Life ASE)

7 Optional Life

US Able (Basic EE Life ASE) <

09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999

23. Double click on the
Basic Life Insurance Plan

09/01/2005 - 12/31/9999

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Benefit Rehire Enrollment

G (&1 1 (@

Enroliment

Direct selection Enroll

2432
US Able (Basic EE Life ASE)
89/81/2005 - 12/31/9999

pson

on

o7/03/2005 (@

Error list

|01/01/1800 - 1213119399

) Undo selection 3] ’- &% _ Emorust

Status

Validity period Activity

(]
Coverage
Insurance option and coverage
Insurance Optio [PasicEE Life Coverage =
Basic Coverage 10,000.00 USD
Additional Unit % .00 USD
Insurance Gover 10,0800.08 USD o
Costs USD Monthly
Employee 8.80 [ Deductions Pre- 28
Employer @.00
ield PPO
o
* —

= Dependent Life

24.C

¥ Opt Dep. Life

7 Optional Life

lick Accept

Ea[]

US Able (Basic DEP Life ASE)

US Able (Opt DEP Life ASE)

09/01/2005 - 12/31/9999 o
09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999
009/01/2005 - 12/21/9999
09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999
009/01/2005 - 12/21/9999
09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999

09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999

09/01/2005 - 12/31/9999

80 s N [C103

AASIS

Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Benefit Rehire Enrollment

Enroliment  Edi

BaH Ce® SHE DDo0 [E @0

Enrollment
Direct selection | Selection set | Enroll
Name Michael Thompsan on  87/03/2085 (8]
Personnel no
Offer selection 1
DOmHES 7] Get offer 1= Frint form || & Error list
Fossible offers Enrollment period
= Select | Rehire 08/09/2005 - 09/08/2005
Anytime changes 01/01/1800 - 12/31/9999
e BRI Automatic offer
“ Pers.No.|Name

2432 Michael Tl

Mew Hire Enreliment

@ Enroll [ Costs [# Undo selection \|3|ﬁ-g§‘ Erorlist |

Status | Validity period Activity
Blue Cross Blue Shield PFO 09/01/2005 - 12/31/9999 =]
NovaSys PPO 09/01/2005 - 12/31/9999 =
High Deductible PPO 09/01/2005 - 12/31/9999

= Basiclife
Us Able (Basic EE Life ASE) 09/01/2005 - 12/31/9999

= Dependent Life
US Able (Basic DEP Life ASE) 09/01/2005 - 12/31/9999

~ Opt Dep. Life
US Able (Opt DEF Life ASE) 09/01/2005 - 12/31/9999

~ Optional Life

US Able-Opt EE Life 00/04/2008 - 12/21/9090
= Opt. Life Post

- msmeonz=ran 25 Double click on the APERS

APERS Cont

SeniCouncil APERS C Contributory Plan

Sen/Council APERS N,

[l L«]+]

U [ETR (1) (510) [l sapetr | INS 2

3-19
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If a Rehire chooses to enroll into the Contributory Plan, they can be enrolled
using this option.

If a Rehire chooses to reenroll into the Non-Contributory Plan within 6
months of being rehired, they will have to be enrolled using PA30. Rehires
choosing this option must have had the Non-Contributory Plan prior to
termination in order to regain this option.
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Benefit Rehire Enroliment

] 0 aaBie@@ DR HnDon BEI@

Enroliment

| Enroll~

APERE  Cont

|01/01/1800 - 1213119399
I

‘Contribution regular

Note: Required field

Amount E|
e 5.0 Error list
Aetty |

- “*| 26. Enter the 5% Contributory s

/9999

Gt 0 J  amount for the employee. -
E‘:‘::*"'age — ax 8.80 usD ‘

Life ASE) 09/01/2005 - 12/31/9999

ife ASE) 09/01/2005 - 12/31/9999

ASE 1X/2X 09/01/2005 - 12/31/9999

8 s N o €13

US Able Opt EE 132x Post Tax 09/01/2005 - 12/31/9399
< 401(a)

APERS Cont 07/03/2005 - 12/31/9899

. ‘SeniCouncil APERS Cont 07/03/2005 - 12/31/9999

27_ Cllck Accept SeniCouncil APERS Non-Cont 07/03/2005 - 12/31/9999

[> | ETR (1) (510) b=l | sapetr | INS

3-20
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June '06, Revised to V5.0

For Contributory Plans, a required 5% must be placed into the percentage
field in order to enroll.

320



An AASIS Training Guide

HRBEN — Benefits Administration

Benefit Rehire Enrollment

QI LoEHEB BODL8 I EE @

Enroliment

Direct selection | Selection set | Enrall
MName Michael Thompson on a7/03/2085
Fersonnel no.

Offer selection

2 Oveniew

. & Get offer = Printform |45 Error list
Possible offers Enroliment period

= — | Rehire 08/09/2005 - 09/08/2005
Anylime changes 01/01/1800 - 12/31/9999
Automatic offer

“ Pers.No. Name
2432 | Michael Thompson

MNew Hire Enrollment

@, enrol [[E  Costs [ undoselection || &|[E|48  Evorist

Status | Validity period Activity

28. Once you have
entered and

/ < BasicLife

Blue Cross Blue Shield PPO
NovaSys PFO
High Deductible PPO

US Able (Basic EE Life ASE)

09/01/2005 - 12/31/9939
09/01/2005 - 12/31/9939
09/01/2005 - 12/31/9999

09/01/2005 - 12/31/9939

[0l

< Dependent Life
accepted all of the T
E I 5 = Opt Dep. Life
mp oyee S US Able (Opt DEP Life ASE)
= Optional Life
H H US Able-Opt EE Life ASE 1X/2X 09/01/2005 - 12/31/9999
E|eCtI0nS C|ICk <7 Opt Life Post I
2 ? Uéib\ZSOpIEE 1x/2x Post Tax 09/01/2005 - 12/31/9999
Enroll
nroll. oL
AP

‘ Sen/Council APERS Cont.
‘ Sen/Council APFRS Non-Cont

09/01/2005 - 12/31/9999

09/01/2005 - 12/31/9939

07/03/2005 - 12/31/9999 &
07/03/2005 - 12/31/9999
07032005 - 1231/9999

[«

| L [ETR (13 (510} b=| | sapetr NS 2
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AASIS Support Center, DiAnnette Scott
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Note: Once you have accessed an offering, a green check mark
appears to the left of the employee’s choice.
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Benefit Rehire Enroliment

Enroliment

Direct selection

ID number
[
Y=

“ Pers.No.[N
2432

Personnel no.

Selection set Enroll
Name Michael Thompson on  ©7/03/2005 B
Offer selection
= Error list
List of Plans period
| Activity Plan From To = CEEZETTE

eate Health Advantage HMO Dor01/2005 [12i31/9999 | [<]| [ 123179999

eate lUS Able (Basic EE Life ASE) porotiz005 12:31/8988 | (=]

eate l"PERS Cont 12/31/2999

Note:

Verify that the employee’s
elections were entered correctly.

& Enroll |38 Cancel

|

i 29. Click Enroll

E)
APERS Gont

‘Seni/Council APERE Cont.
Sen/Council APFRS Non-Cant

Validity period

EREE o |

it
Activity

09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999
09/01/2005 - 12/31/9999

09/01/2005 - 12/31/9999

09/01/2005 - 12/31/9999

09/01/2005 - 12/31/9999

09/01/2005 - 12/31/9999

09/01/2005 - 12/31/9999

07/03/2005 - 12/31/9999

07/03/2005 - 12/21/9999
07032005 - 12/31/9999

00 s N s €13

> [ETR (1) (510) =] sapetr | INS

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Benefit Rehire Enroliment

EE I BDa0 EAE @

Enrollment
Direct selection Enroll
Name Michael Thompson on  B7/83/2005
Personnel no.
Offer selection
1=} o Print form & Ermorlist |

Enrollment period
07/03/2005 - 08/02/2005
|01/01/1800 - 12/3 179993

B
Costs [# Undo selection Eﬁ’@ &% Erorlist
Status | validity period Activity
Continue | 53 Confirmation b Blue Shield FFO 08/01/2005 - 12/31/9999
o

09/01/2005 - 12/31/9999
High Deductible PPO 09/01/2005 - 12/31/9999
~ Basic Life

09/01/2005 - 12/31/9999 &

30. Confirmation of TS TR
Enroliment is required to 0010112005 - 1213112999
supply the Employee with 09/01/2005 - 12/31/9999

09/01/2005 - 12/31/9999

verification of benefits - IR

07/03/2005 - 12/31/9999

~| selected. Click Confirmation | ro- e
ﬁ and Print. ¥ ) s

3-23
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AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Exercise
Scenario #4

» A Rehire employee appeared on the kick-out
report. After research, the employee is
eligible for both the APERS Non-Contributory
and Contributory Plans. Manually enroll the
employee into the Non-Contributory Plan.

Note: Employees rehired within 6 months of termination who were
previously Non-Contributory may choose either plan. If hired after 6
months, employee must be enrolled into the new Contributory plan.

’“ "~
(\N\f‘/
[

~—
3-24
AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Demonstration
Manual APERS Non-Contributory Enroliment

Human Resources > Personnel Management >
Administration > HR Master Data > Maintain
(PA20-Display)
and
Human Resources > Personnel Management >
Administration > HR Master Data > Maintain
(PA30-Create)

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Manual APERS Non-Contributory Enroliment

BE NS (2| v

[0 Favorites
< {23 SAP menu
3 Office
[ Logistics
> Accounting
= i3 Human Resources
2 PPMDT - Manager's DeNd
< {3 Personnel Management
=7 i3 Administration
= {3 HR Master Data
2 PA40 - Personnel ActNgs
2 PA30 - Maintain
2 PA10 - Personnel File
2 PATO - FastEntry
2 PA42 - Fastentry: Actions
B [ Info System
B [ Tools
B 1 Settings
B [ Recruitment
[ [ Personnel Development
I [ Benefits
[ Compensation Management

1. Follow the menu path and enter
PA20 in the command field and
| press Enter.

3-26

AASIS Support Center, DiAnnette Scott

June '06, Revised to V5.0

PA20 will allow you to view and verify the employee’s previous enroliment.
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HR masterdata Edit Goto Extras Ultilities ettings System Help

Bla H @@ OEE ODan EE @D

&

Display HR Master Data

0 2

Personnel no. 55 E

Name fa'l"l Hadley

g area FAD4 DFA
2. Enter the employee’s  [enter 383230 200
personnel number.
- | Employmentissues | CareerManage..||, EEF

|__|infotype text [E|[]| [Perioa | |

| [actons VL]l | ®Period 3. Use the left and right scroll

|_|Per50nalDa{a o Fr.

| |orcanizational assignment o O'Today buttons to select the Benefits tab.

| |addresses 4 COAl TCument month

|_|E'39iCF'33" L4 ) From curr.date O Last week

|_|FE“'"1”Y"“"E“"”be“’DeF’E""je""5 () To current date (_rLast month

|_|Res.itfjence Status L ) curr.period (i Current Year

|_|Add|t|onal Personal Data o [=«] Choose

|_|Communication [+]

Direct selection

Infotype STy

(=]
[~]

| d 4

(IJO
)
N

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0

Note: To search for an employee’s personnel number, use the
match code search functionality to search by name.

*You may search by an employee’s last name by entering in =n.
followed by the employee’s last name.

*You may search by an employee’s social security number by
entering =c.. followed by the employee’s nine-digit SSN#.
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g] 200 @b e Cunk anon [BE @

@ Period
Fr. To
o O Today O curr week
CATT ) Current month
(' From curr.date ) Lastweek
' To current date ) Lastmonth
) Curr.period ) Current Year
#|[+] i Choose
[~]

4. Select the Savings Plans tab
or enter 0169 in the Infotype field.

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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7] |< H @& S anas BEE @0
Display Savings Plans 7. Click Exit

I!]i 112-66-0815
_12,"68,"2663 12/31/9988 06/20/2005 DLSCOTT

Plan  R10T

General plan data
Benefit area US State of Arkansas-US

Plan type 401A 40 6. View Rehire's

an RiG1 an — . .
Benefit previous Benefit plan

Flanning Parameters

EE Contr. Variant 401A 401aEE

ER Contr. Variant 401A 401a ER Match
Vesting rule VR1 Vesting 100% at 5 yr

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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PA30 B
SAP Easy \ccess AASIS MENU

BE| & [2]] [=][=]

3 Favorites
= 23 SAP menu
3 Office
[y Logistics
[ Accounting
=7 ‘4 Human Resources
72 PPMDT - Manager's Deskt,
¢ ‘4 Personnel Management
=2 {3 Administration
~ {3 HR Master Data
2 PA4D - Personnel Actions
) PA30 - Maintain] <

£ PA20 - Display
£ PA10 - Personnel File
2 PATD - Fast Entry
2 PA42 - Fast entry: Actions
"3 Info System
> Tools
[ [ Settings
b [ Recruitment
b 3 Personnel Development
b [0 Benefits
'3 Compensation Management

4

[«I]

1. Follow the menu path and enter
PA30 in the command field and
press Enter.

[

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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B d HSe@Ee SR BnaalEERE

I i1 Hadley
1

personnel number.

Maintain HR Master Data
] |

jea  FAG4)
2. Enter the employee’s  [enter 383236 |

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0

Infotype text |E.] Period
B | ® Period .

R o 3. Use the left and right scroll
|_Adiustment Reasans || || | OToday buttons to select the Benefits tab.
|_|Health Plans AT
|_|Insurance Plans ) From curr.date ) Lastweek
|_|savings Plans W ) To current date ) Last month
|| Flexible Spending Accounts () Curr.period ) Current Year
|_|Benefits Medical Information =

[COBRA-Qualified Beneficiary =]
Direct selection
Infatype Ny

3-31
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g| @ mlald e@e oo Oa0 BEE @
Maintain HR Master Data
s s I

Pdsonnelno. 55

-

5. Click Create
g UE

@ Period
Fr. To
| ) Today ) Curr week
AT ) Current month
(' From curr.date () Lastweek
() To current date ) Last maonth
) Curr.period  Current Year
[=] iy Choose
[~]

4. Select the Savings Plans tab
or enter 0169 in the Infotype field.

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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| 0 alaHICc@e DHE Seon BE @M
Create Savings Plans

6. Enter employee’s
effective date of Rehire

Benefit area US State of Arkal

Plan tipe 7. Click to view a list
— = of Benefit plans

Planning Parameters.
EE Contr. Variant
ER Contr. Variant
Vesting rule

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0

3-33



An AASIS Training Guide

HRBEN — Benefits Administration

Manual APERS Non-Contributory Enrollment

423 |G E ) @

_ Restrictions |
A=
Plan |Text |

R101|APERS Non-Cont Locked —

8.

Select Plan

R102 APERS Cont

R105 APERS-AQC

R201 APERS-G&F T1 Mon-Caontr.
R202 APERS-G&F T2 Mon-Cont. Locked
R301 ASPR3-T1 1-Locked

R302 ASPRS-T2

RE01 AFPERS-Capitol Police Closed
D201 403B-V TIAA/CREF (VOL)
D202 403B-V Valic (WOL)

D203 403B-V Kemper (VOL)

D204 403B-V Travelers (VOL)

D205 403B-V Mationwide (VOL)
D206 403B-V Delta Life (VOL)

D207 403B-V Aetna (VOL)

D208 403B-V AMEX Fin. Advis. (VOL)
R401 TRS Non-Contrib-Locked
R402 TRS Contrib TRS

R501 ARF Escrow Pending

R502 ARP Escrow Deferred

36 Entries Found i a

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0

3-34

3-34



An AASIS Training Guide

HRBEN - Benefits Administration

Manual APERS Non-Contributory Enroliment

H @ DHE aDo0 BRE @
Create Savings Plans
|&ll[].2 -
9. Click to Save
-FNM i H
|07/14/2005

Plan  R10T

General plan data
Benefit area US State of Arkansas-US
Plan type

Benefitplan rR101|[@)

Planning Parameters.
EE Contr. Variant
ER Contr. Variant
Vesting rule

E@Smepulleiie;

3-35
AASIS Support Center, DiAnnette Scott
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G| 200 1 AN eae LR anan BE @
Maintain HR Master Data
0 # s | 10. Click to return to the user

I @ Period
|_|Family MemberDependents Fr. To
|_|Adiustment Reasons | ) Today O currweek
|_|Health Plans CIATT ) Current month
Insurance Plans ' From curr.date ) Lastweek
SavingsPians || || OTocunentdate O Lastmonth
Bl S ERETETE HERIE ) Curr.period ) Current Year
Benefits Medical Information = e —
(COBRA-Cualified Beneficiary =]
Direct selection
Infotype Savings Plans STy
E@ Record created

AASIS Support Center, DiAnnette Scott
June '06, Revised to V5.0
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Questions and Answers

HRBEN — Benefits Administration
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